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TO : A r v i l  Ensley 
Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

FROM: V i c k i e  Oake p Y .  
Records Management O f f i c e r  
Department o f  Education 

Transfer o f  Records Reten t ion  Schedules from the  Department o f  
Education t o  the  Board of Postsecondary Vocat ional  Education 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Reten t ion  Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education are  being t rans fe r red  from t h e  Department o f  Education t o  the  
Board o f  Postsecondary Vocat ional  Education. Attached are  copies o f  t he  
schedules as l i s t e d  below by Schedule Number: 

76-191 81-109 81-181 

81-7 81-176 81-183 
81-8 81-177 81-185 
81-51 81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

76-192 ,81-110 r 1 8 2 -  

Amendments w i l l  need t o  be prepared by you r  agency t o  change t h e  agency 
name, addresses, con tac t  persons and t o  make any o t h e r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

Also enclosed are  f i l e  copies o f  Records T ransmi t ta l  Forms and Not ices o f  
Records Dest ruc t ion  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i th  
Records Management which w i l l  p rov ide  he lp fu l  in fo rmat ion  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 



INSTRUCTIONS: See Publication bo. 76-RM-1 for instructions on completing this form. Forward..signed 'origikal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,' Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

f Education 
Of f i ce  of Vocational Education 
Div is ion  of Vocational Program Manageme 
At l an ta ,  Georgia 

__ ~~~ - 
Date Completed ,pplication Number 

R 2 1981 ' M A R  i 1 1981 
~~~ -~ I .~. ~ -L_ ~ ~ 

~~~ _ _  ~________________ 

I. Person to Contact Working Title Telephone Number 

Ray Greeson R e . g i n  nalnirector. L - G  
I. Action Requested 

a. 
b. 

Establish Retention Schedule;%cord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

Checkone: n Change; 0 Supercede; 0 Void 
Title (followed by title used in office; if different) 

!arliest Latest Post secondary Vocational Education 

-~ 1978 
i. Division and Office Function 
The Div i s ion  of Vocational Program Management provides  d i r e c t i o n ,  p o l i c i e s  and procedures 
f o r  development and d e l i v e r y  of Vocational Education; coord ina te s  with l o c a l  school 
sys tems and t h e  f e d e r a l  government i n  a l l  areas of voca t iona l  educat ion inc luding  budget 
prepara t ion ;  a l l o c a t e s  g r a n t  funds and approves disbursement;  provides  t e c h n i c a l  
a s s i s t a n c e  i n  program development; ' p rov ides  l i a i s o n  and coord ina t ion  i n  planning and 
management of voca t iona l  programs; recommends c e r t i f i c a t i o n  s t anda rds  and s t a f f  development 
a c t i v i t i e s .  

e g u e s ~ p p r o v ~  m q u i p m e n t  Purchase -bgist+;_EileS---. 
What i s  the function of the Division and the Office in which this record series IS created? 

~ .~ - 
~~ ~~ ~ - 

1. Record Series Description This file contains the following documents (include form numbersand titles, ifany): 
Attach samples of the file. 

Documents relating to: I s s u h  DE 0101 approval  numbers and maintaining,  s t a t u s  of equipment 

Included are: 

budgets . 
Regi s t e r  Shee ts  showing approval number, i d s t r u c t i o n a l  area; approval '  
amount, running balance.  

is arranged: Alphabe t i ca l  ly by System name. 
_I _ _ ~ ~  I - I__ -___I.I_ - 

%. Monthly Reference Rate 

9ne to six months old 

twenty-five months and older _ I  =--? 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) 

How often are records referred to which are: 

; Seven to twelve months old --; Thirteen to twenty-four months old -. 

R--50-71; Rev. 76 Q . : (Owr) 



. .  . . . I .  
a. I s  this the official copy of the series? 

b. Does the series contain cohdential information requiring security handling? If yes, cite law or regulation. I 

~~ If not, where i s  it2- ' A .- - 

:_ $ 

i .  
~ ~ & ~~ 

___ 
oni term'research value? L 

file make it necessary to,keep the entire f i le for a long period, could these 
~~ ~ ~. . .. 

h$yhfly containednthls series ever Dublished? , If yes. attach COW. __ ~~ ~ 

inforrhahn contained in this series ever analyzed and/or recorded in a summarized report? 
~~ ___ 2 - - . - - _ _  .- = .____I_ 

r office, or in another office or agency? 
-~ 

- 
~~ -~ _____ ~~ 

e series to be kept: 

years. 
b. Statute of limitation e. Administrative need .-years. 

- d. Audit period 

c. Federal law I 
.~ 

~ ~ f. Federal'retention .... , instructions ~ years. years. . . ~ .  

. , .  . .  Attach copy . .  or excert of laws or regulations. Ejxplain admjn,istyati,ve need, 
~ . .  I 

, i' , ~ ,  1 I 
I . 

, .  I 
,i(_, , ' I I ;  - _____ __ - -.__- 

12. Approved Disposition Instructions This agent$ recommends that  the f i le  serles be cut off a t  the end of each: j !  

then, 0 Calendar Year; 'M Fiscal Year; 0 Other . . . ,  

, ,  .. , 1. 

0 Hold in the current files area -month(s) year(s); then 
Transfer to local holding area; hold 

0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
Ed Other (Specify) 

year(s); then 
--year(s); then 

Flle in "Request for Approval' of Equipment Purchase .File". 
. 1  

I 

These instructions apply to a l l  prior and future accumulations of the series. 

Remmhendations in para- 
graph 12 are approved. 
/ If  disapproved, attach letter 


